





1985-86 Author/Title Index 


BALANCE SHEET 





oom 
—L 
rm 


AUTHOR 


Allen, Thomas R., Jr—High School Teachers Can Help End the Teacher Shortage ... 


Armstrong, Ruth D.—Integrating Business Information Processing Skills into the 
High School Curriculum 
Amold, Vanessa Dean—A New Strategy for Human Resource Managers 


Bennett, Marianne B.—Wanted: Secretaries With Improved Basic Skills 
Bilyeu, Joyce—Communicating to Get a Job 

Bonner, Shirley H.—Modes of Mentoring 

Bulliard, Adele—How io Teach Decision Making in Word Processing 
Burrow, Jim—Parental Involvement: An Overlooked Resource 


Clarke,:Lilian W.—Upgrading the Secretarial Image 


ISSUE 
Sept./Oct. 


Sept./Oct. 
Mar./Apr. 


Jan./Feb. 
Mar./Apr. 
Sept./Oct. 
Jan./Feb. 
Jan./Feb. 


Jan./Feb. 
Sept./Oct. 





Clippinger, Dorinda A.—Document Formats: Are They Computer Compatible?...... May/June 
a sv ace bed haeaddaucceccee sa May/June 
Craven, Karen—Preparing Students for the Electronic World Jan./Feb. 


DiVasto, Lynda A.—Are Your Qualified to Teach Typewriting? ..................... Mar./Apr. 
Donin, Donald M.—Computers: Essential for Secretarial/Office Practice 

and Procedures Nov./Dec. 
Dye, Charles F.—Professional Classroom Mar./Apr. 


Jan./Feb. 


I 8 cca cc wdecc ea bece cesceesccweuceevescesecs May/June 
Goodman, David G.—Prepare Now for the 1990s in Records Management, Part!.... May/June 
Gorgolione, Charles—Does Your Middle-School Business Education Program 

RS Pe ee ee ere Marz./Apr. 
Gorman, Kenneth L.—Teaching Hearing-Impaired Students Sept./Oci. 


Hammer, Jane N.—The Enrichment Project—Integrating Communication 

Skills into an Existing Course Nov./Dec. 
Hannum, Lynne—Does Your Middle-School Business Education Program 

ns. sc ieee ys gad Rew hao beac ee Ona eee) 06 kasd tenants Mar./Apr. 
Henry, David C.—Computers: Essential for Secretarial/Office Practice 

ih a ie eek Bea iia ade a ae eee al aed oo bere 68 ees Nov./Dec. 


Jackson, J. Howard—Questions Frequently Asked About Teaching Word/ 
Information Processing Jan./Feb. 
Joy, Robert O.—Problem Solving—Let’s Nurture This Valuable Business Skill May/June 




















AUTHOR 


Keisling, Michael—Interactive Video: Tomorrow's Teaching Tool—Today! ........... 


Kellerman, Debra K.—Consumer Protection Through Arbitration Processes 
Kilpatrick, Retha H.—Skills and Knowledges Needed by High School 
Graduates for Entry-Level Office Occupations 
Krey, Isabelle A.—Computers: Essential for Secretarial/Office Practice 
and Procedures 
Krizan, A.C. ‘‘Buddy’—Networking Personal Computers 


Lear, Charla—Teaching Business or Working in the ‘‘Real’’ Business World 

Lemer, Max J.—Proprietary Schools Have Come of Age 

London, Coy N.—Secondary Preparation for Collegiate-Level Accounting 
Courses 


Marcus, Richard E.—Create Small Businesses—In Your Classroom! 

McCarthy, Beverly I—Enhancing the Image of Office Professionals 

McManus, John William—The Teacher as Manager 

Morris, Debbie—Skills and Knowledges Needed by High School Graduates 
for Entry-Level Office Occupations 

Murphy, J. William—Professional Classroom 


Nelson, Judith E—The Weekly Grade Card 
Nunez, Annette V.—How to Teach Decision Making in Word Processing 


O’Connor, Patrick J—Leadership Roles in the MDE Community 
Ownby. Amola C.—Teaching Keyboarding on a Multi-User Minicomputer 


Pitman, David—Recruit or Resign? 
Pulley, J. Rex—Understanding the Public Debt 


Rhodes, George S.—Keyboarding—The Keystone of Computer Literacy 

Ristau, Robert—Professional Classroom 

koderick, Joan C.—The Enrichment Project—Integrating Communication 
Skills into an Existing Course 


Scott, Doyle F—Justifying Test Answers 

Scott, James Calvert—Topnotch Techniques to Develop Language Skills 

Seymour, Tom—Networking Personal Computers 

Sheppard, Sharon—Teach Your Students How to Complain 

Smith, Douglas C.—In-Service Training for Electronic Writing 

smith, Lena M. Cunningham—A Timesaving Technique for Grading 
Accounting Problems 

Spiing, Marietta—Questions Frequently Asked About Teaching Word/ 
Information Processing 

Stanley, Betty—Motivating Students: Let Them Know They’‘re Special 


Strauser, Shirl D.—Secondary Preparation for Collegiate-Level Accounting Courses . 


Stull, William—Professional Classroom 

Sustaita, Juan H.—Accounting for Responsibility 

Swanson, Jean C.—A Point System for Keyboarding 

Swanson, Jean C.—Teaching Keyboarding on a Multi-User Minicomputer 


Van Loon, Cora—A Magic Kingdom of Training 


Watkins, Margaret M.—Multicultural Experiences in the Classroom . 
Weeks, Marie P.—Business English: Vital to Today’s Curriculum 
Willhite, Shirley—Writing Right 

Windhausen, Janet—Economics Education in the Secondary Schools 


ISSUE 


Sept./Oct. 
May/June 


Sept./Oct. 


Nov./Dec. 
Nov. /Dec. 


Mar./Apr. 
Nov./Dec. 


Ssept./Oct. 


May/June 
Nov./Dec. 
Mar./Apr. 


sept./Oct. 
Jan./Feb. 


Mar./Apr. 
Jan./Feb. 


Nov./Dec. 


May/June 


Jan./Feb. 
Jan./Feb. 


Mar./Apr. 
May/June 


Nov./Dec. 


May/June 
Nov./Dec. 
Nov./Dec. 
Nov./Dec. 
Nov./Dec. 


Jan./Feb. 


Jan./Feb. 
Jan./Feb. 
Sept./Oct. 
Nov./Dec. 
Sept./Oct. 
Mar./Apr. 


May/June 
Sept./Oct. 


Jan./Feb. 

May/June 
Mar./Apr. 
Mar./Apr. 

















TITLE 


Accounting for Responsibility—Juan H. Sustaita 
Are You Qualified to Teach Typewriting?—Lynda A. DiVasto 


Business English: Vital to Today’s Curriculum—Marie P. Weeks 


Communicating to Get a Job—Joyce Bilyeu 

Computers: Essential for Secretarial/Office Practice and Procedures— 
Isabelle A. Krey, Donald M. Donin, and David C. Henry 

Consumer Proieciion Through Arbitration Processes—Debra K. Kellerman 

Create Small Businesses—In Your Classroom!—Richard E. Marcus 


Document Formats: Are They Computer Compatible?—Dorinda A. Clippinger 
Does Your Middle-School Business Education Program Need a Transfusion?— 
Charles Gorgolione and Lynne Hannum 


Enrichment Project—Integrating Communication Skills into an Existing 
Course, The—Jane N. Hammer and Joan C. Roderick 


High School Teachers Can Help End the Teacher Shortage—Thomas R. Allen, Jr..... 


How to Teach Decision Making in Word Processing—Annette V. Nunez and 
Adele Bulliard 


In-Service Training for Electronic Writing—Douglas C. Smith 

Integrating Business Information Processing Skills into the High School 
Curriculum—Ruth D. Armstrong 

Interactive Video: Tomorrow's Teaching Tool—Today'!—Michael Keisling . 


Justifying Test Answers—Doyle F. Scott 
Keyboarding—The Keystone of Computer Literacy—George S. Rhodes 
Leadership Roles in the MDE Community—Patrick J. O'Connor 


Magic Kingdom of Traning, A—Cora Van Loon 

Make It Real!—Mabel Coon and Mary Giovannini 

Modes of Mentoring—Shirley H. Bonner 

Motivating Students: Let Them Know They're Special—Betty Stanley 
Multicultural Experiences in the Classroom—Margaret M. Watkins 


Networking Personal Computers—Tom Seymour and AC. ‘‘Buddy” Krizan 
New Strategy for Human Resource Managers, A—Vanessa Dean Amold 


Parental Involvement: An Overlooked Resource—Jim Burrow 
Point System for Keyboarding, A—Jean C. Swanson 


Prepare Now for the 1990s in Records Management—Part I—David G. Goodman. .... 


Preparing Students for the Electronic World—Karen Craven 
Problem Solving—Let’s Nurture This Valuable Business Skill—Robert O. Joy 
Professional Classrooms—Charles F. Dye 
—J. William Murphy 
—Robert Ristau 
—William Stull 
Proprietary Schools Have Come of Age—Max J. Lerner 


Questions Frequently Asked About Teaching Word/Information Processing 
—Marietta Spring and J. Howard Jackson 


Recruit or Resign?—David Pitman 


Secondary Preparation for Collegiate-Level Accounting Courses— 
Shirl D. Strauser and Coy N. London 

Skills and Knowledges Needed by High School Graduates for Entry-Level 
Office Occupations—Debbie Morris and Retha H. Kilpatrick 


Teach Your Students How to Complain—Sharon Sheppard 

Teacher as Manager, The—John William McManus . 

Teachers and Managers: Anything in Common?—Thomas Cannava and 
Sandy Figueroa 


ISSUE 

sept./Oct. 
Mar./Apr. 
May/June 
Mar./Apr. 
Nov./Dec. 


May/June 
May/June 


May/June 


Mar./Apr. 
Mar./Apr. 
Nov./Dec. 
Nov./Dec. 
Sept./Oct. 


Jan./Feb. 
Nov./Dec. 


Sept./Oct. 
Sept./Oct. 


May/June 
Mar./Apr. 
Nov./Dec. 


Sept./Oct. 
May/June 
Sept./Oct. 
Jan./Feb. 
Jan./Feb. 


Nov./Dec. 
Mar./Apr. 


Jan./Feb. 
Mar./Apr. 
May/ June 
Jan./Feb. 
May/June 
Mar./ Apr. 
Jan./Feb. 
May/June 
Nov./Dec. 
Nov./Dec. 


Jan./Feb. 
Jan./Feb. 
Sept./Oct. 


Sept./Oct. 


Nov./Dec. 
Mar./ Apr. 


Jan./Feb. 














TITLE ISSUE 


Teaching Business or Working in the ‘‘Real’’ Business World—Charla Lear Mar./Apr. 
Teaching Hearing-Impaired Students—Kenneth L. Gorman Sept./Oct. 
Teaching Keyboarding on a Multi-User Minicomputer System—Jean C. Swanson 
and Amola C. Ownby May/June 
Timesaving Technique for Grading Accounting Problems, A— 
Lena M. Cunningham Smith Jan./Feb. 


Topnotch Techniques to Develop Language Skills—James Calvert Scott Nov./Dec. 


Understanding the Public Debt—J. Rex Pulley Jan./Feb. 
Upgrading the Secretarial Image—Lillian W. Clarke Sept./Oct. 


Wanted: Secretaries With Improved Basic Skills—Marianne B. Bennett Jan./Feb. 
Weekly Grade Card, The—Judith E. Nelson Mar./Apr. 
Writing Right—Shirley Willhite Mar./Apr. 

















